
ePASS Quick Reference Guide for County Security Delegates 
Quarterly Roster Verification 

 
To comply with State HIPAA requirements, DHFS-DCFS is requiring each County Security Delegate 
to verify that their eWiSACWIS Worker Roster is correct and up to date.  You will receive an e-mail 
indicating your Quarterly Security Verification is due, including a specific due date, and instruct you 
to go to your ePASS queue.  To verify the roster, complete the following: 
 

 
1. Click on ‘Worker’ > ‘Roster’ to open the Roster for your County: 

  

Click on ‘Worker’ > ‘Roster’ 
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2. This will open the eWiSACWIS Worker Roster page where you can review the workers in your 
county.  You can sort users by Job Class, User Group, Active/Inactive, or Site within your county.  If 
you see  displayed in the Status column, the worker’s first name, last name, and/or email 
address in their eWiSACWIS worker record may not be an exact match with WAMS.  To correct 
information on the worker record in eWiSACWIS, you can click on Worker > Maintain in ePASS.  To 
correct the information in WAMS, the worker must fix this themselves by going to 
http://on.wisconsin.gov and clicking the ‘Profile Management’ link.  In addition to basic worker 
information, the following security information is displayed: 

• Job Class: This is the worker’s job class, coming from their eWiSACWIS Worker Record. 
• Approval Level: Most workers have an approval level of ‘1’, Supervisor’s usually have a 

‘2’, and a ‘3’ is needed only to approve Foster Care Rate Settings (but also will be the final 
approval on everything else).  This is tied to the job class, so if a worker’s job class is 
changed on the Maintain Worker page, it may change their approval level as well.  If the 
worker has ‘Manager’ next to their approval level, this usually indicates the ability to make 
assignments and to screen Access Reports as a supervisor only (regardless of approval 
level). 

• Security Group: This is the group that the user belongs to.  Several users may belong to 
the same group, or it may be specific to one user. 

• Security Profiles: These are the detailed pieces that make up the security group. 
• WAMS Info: This is the worker’s WAMS information and should match with the first 

column that contains the worker’s eWiSACWIS worker record information. 
 

 

Security Profiles that 
make up the user’s 
Security Group 

Security Group & Supervisor 

Job Class & Approval Level 
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http://on.wisconsin.gov/


3. Make any necessary ePASS requests to add a new worker, delete an existing worker’s access, or 
change an existing worker’s security based on the review.  Once all requests have been completed and 

the worker roster is accurate, return to your Queue by clicking on ‘Queue’ > ‘My Queue’ or the   
button, and then click the ePASS Request link for the eWiSACWIS Quarterly Security Verification 
request. 
 

 

Click on the ‘eWiSACWIS Quarterly 
Security Verification’ hyperlink 
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4. Select the appropriate option under the ‘Worker Roster Verification’ section, either ‘Worker roster is 
incomplete or inaccurate’ or ‘Worker roster is complete and accurate’.  In the ‘Route to:’ drop-down, 
select the Queue that you would like to send the request to.  You may want to send the request to 
another Security Delegate in your county, leave it on your own queue while completing the request, or 
send it to the Security Liaison once it is complete.  Add any comments if desired, and then click on 

 to send the request to the selected queue. 
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